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ABSTRACT 

\ The program management guide to Title IV Indian 
Education projects acquaints participants w^th Program management 
concepts relative to application forms and Incourag^s the development 
of management Vlans and objectives. Sections provide discussions, 
charts, and exWles for the following: regulatory authorities, 
administrative organizational systems; managerial responsibilities, 
and managerial planning aides. Specific sections ^"^^^^e: an overview 
of project management responsibilites , planning-programmihg-budgeting 
system, flow cha^rt techniques, information management, physical 
resources manageAient, monitoring project activities, and proDect 
management timeline. Appendices contain: a cross-reference with 
federal regulations to use in designing a management plan, a 
description of Title IV budget formulation, a list of 
responsibilities of the local educational agency and of the parent 
committee in the operation of a project, and hints for setting up and 
maintaining a file system, (AH) 
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Resource and Evaluation Center 11 
Building 55 
3315 Soutti Airport Road 
Bismarck, North Dakota 58501 
(701)2580437 

Toll free in Nortti Dakota 
1-800-932-8997 

Toll free in 
Iowa, Minnesota, Montana, Nebraska 
South Dakota, Wisconsin, and Wyoming 

1-800-437-8054 



The follovying material on Program Management was developed by 
Resource and Evaluation Center II, United Tribes Educational Technical 
Center, Bismarck, North Dakota. The contents of this programmatic guide 
were developed with financial assistance from the Office of Indian Educa- 
tion Programs, Department of Education, Contract number 300820025. 
However, the contents do not necessarily represent the position of policy 
of that agency and a reader should not infer endorsement by the Federal 
Government. 

The purpose of this presentation is to acquaint participants with Program 
Management concepts relative to application forms and to encourage 
the development of management plans and objectives. Participants will 
be made aware of regulatory authorities, administrative organizational 
systems, managerial responsibilities, and managerial planning aides. Par- 
ticipants will be able to relate information to required application forms. 

Materials developed by Center III, Uniled Indians of All Tribes Tounda- 
tion, Seattle, Washington, qnd Center V, Native American Research In- 
stitute at Normon, Oklahoma, were utilized in this guide. 



PROGRAM MANAGEMENT 
RESPONSIBILITIES 
(Parts A, B & C) 



SIATt AND LOCAL GOVtRMMENIS ARE RtSPONSlBLl f-QK' IMF LfilCIENi AfiL. IMtCllVt AD- 
MINISTRATION OF GRANT AND CONTRACT PROGRAMS THROUGH THc AP'^LlCATlON OF 
SOUND MANAGEMENT PRACTICES 



THE GRANTfE OR CONTRACTOR ASSUMES THt RESPONSIBILITY FOR Sh£lNC ThAT FEDERALLY 
ASSISTEDTROGRAM FUNDS HAVE BEEN EXPENDED AND ACCOUNTED FOR CONSISTENT WITH 
UNDERLYING AGREEMENTS AND PROGRAM OBJECTIVES 



EACH GRANTEE OR CONTRACTOR CRGANIZ/MiON ;N RLCO&^i^^iC-^J Of ITS OWM ONiQUE COM- 
BfNATlON OF STAFF FACILITIES AND EXPERIcNCe Will HAVE THc PRIMARY Rf SPONSlBIUTv FOR 
EMPLOYING WHATEVER FORM OF ORGANIZATION fyND ViANAGEMENT TECHNIQIjES NECESSARY 
TO ASSUME PROPER AND EFFICIENT ADMiNISTRATiON 



• • EFFECTIVE CONTROL AND ACCOUNTABiUTV SHALL • 
BE MAINTAINED FOR ALL GRANT OR SUBGRANf 
CASH, REAL OR PERSONAL PROPERTY AND OTHE? 
ASSETS. RECIPIENTS SHALL AOFQUATElY 
SAFEGUARD ALL SUCH PROPERTY SHALL ASSURE 
THAT IT IS USED SOLEY FOR AUTHORIZED PUR- 
POSES. 



»• IF APPROPRIATE OR SPC-ClFiCAlLV kl^:AJ\9t[> ■■t ' : 
PitNTS SHALL RELATE FINANCIAL INFORMATION 70 
PERFORMANCE OR PRODUCTIVITY DATA 



SOURCE: EDUCATION DIVISION GENERAL ADfv.iNlbiRA'ilVt RtGULAIiONS (f D'^AR) 



Overview of Title IB-A Projeci Management Responsibilities 




D^r/Coofdinatcr 



FISCAL RESOURCES MANAGEMENT 

A Budgeting 

6 Revising 

C Accounting (distnct) 

D. Establishing purchasing proceaures 

E Record-keeping 

f. Fiscal Reporting annually /monthly 
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PERSONNEL MANAGEMENT 

A. Wntjng Distnct pohdies 

B Writing job desrfr[)iions ^ 

C Estoblibhing Hinng Pfocedure; 

D Providing Inservice 

6 Assigning duties 

F Monitoring 

G. Evaluating 



^ ri Maintaining files 
^ I Holding staff meetings 




PC 
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TIME MANAGEMENT 

A. Assessing workloads 
B Assigning tasks 
C Setting timelines ^ 




I .ScheOtjIing and coordinating activities 
F Monitoring and evaluating 
G Reporting annually, montniy 
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I he following chart shows the Plcnning-Programmin ^Budgetiftg System which is the basis for projecl 
design as used in the Indian Education Act, Title IV, rules and regulations 



PLANNING-PROGRAMMING-BUDGETING SYSTEM 



Planning-Programming-Budgeting System (PPBS) originated at the national level m the US Depart- 
ment of Defense ond is now a widely used managerial approach to planning It has useful application 
to planning in Title IV projects. The mam parts of the system are diagrammed below. 



1.^ Assesses Needs and 
Problems 



EVALUATING 



PLANNING 



lO. Evaluate Project 
▲ Outcomes 



9. Monitor Project 
▲ Implementation 



8. Prepare Budgets for 
the Adoptive Activities 



I 



7. Select and Adopt the 
Optimal Alternatives 



2. Formulate Goals and 
Objectives 



3. Define Objectives 
Behaviorally 



4. Design Project Structure 
and Format 



.5. Formulate Alternative 
Approaches. Activities 



-6. "^Analyze and Cost the 
Alternatives 



PROGRAMMING 



At step^ 2and 3 the system involves developing objectives. The objectives are developed from goals 
formulated to meet the needs of the Indian participants or students'to be served by the project^ The 
objectives are initially developed in broad terms. They are refined and detailed as the planning and 
programming process continues. By the time that the application is written, the objectives should be 
specific and clear statements that directly relate to reaching the goals of the project The objectives 
should be written in such a way that the degree to which the objective is reached can be measured. 

The main purpose of the measurable objectives are: 

1. To provide a basis for the selection and/or design of instructional content, activities, materials, per- 
sonnel, and procedures designed to meet the needs of the participants 

2 To provide a basis for evaluating the results of the instruction and activitieis provided by the pro- 
ject 

3 To provide the participant with direction and knowledge of thQ purpose of the instruction to coor- 
dinate efforts in the teaching/learning process. 



MfcfOvu'aDie oojectives serve multiple purposes at various levels in the organization Some objec- 
tives may be worded in such o monner so os to be useful ot the management level, in which 
case they stress the first two of the three purposes listed above. Management b/ objectives 
(MBP) IS a management process that emphasizes the development and use of management 
level objectives. Sucn objectives might be thought of as the "blueprints tp guide in the managernent 
' / tr.^-* overall project 

Tre recr.ritcai levei is mat levei at which teaching, counseling delivery of a service, or the use of an 
jc?;v*tv occujb At the technical levei; measurable objectives are commomy caliep instructional objec- 
tivs, or as popular during fhe 1960s, behavioral objectives (Mager, 1975,) 

\ 

\ 

\ 



FLOW CHART TECHNIQUES 



v^n.,e go.;is r^ave been agreed upon the group is reaov to engage *n planning specific activities and 
events PROGRAM EVALUATION REVIEW TECHNIQUE (PERT) is one approach to this planning. 

PEi^" con De useful in many aifferent kinds of projects, it can oe used in the planning and manage- 
rmerj of n.ghiy complex projects which take place over extended periods of time, it is also helpful in 
short-ternr. projects with clearly defined goals and definite time constraints 

PcM a process of charting tasKs whicn must be done in order for the project tc be completed. This 
onstoTs ot suDdiviOmg a total project into snnatier and more easily manoged elements- The 
Ofst^nov..:,nea characteristic of PERT is tnat it provides a graphic representation of a project from start,to 
timsn Tre representation is generally referred to as the PERT hart or PERT network. The network is made 
up or tne to^KS to oe accomplished, it includes the interrelationships and interdependencies of all of the 
to^Kb in order they must be completed. 

-r- *ne aevt^iopment of a PERT network, the projert is broKsn into events, the major sTortmg or comple- 
**or. co-m:, ; -^^roughout the span of the entire proje^^t. The events are supported in the network by plann- 
•"-j %_.r G., ot the activities ana resources needed to reach each event or completion checkpoint 

PhPT technique is diagnostic and prognostic. The procedure is: 

A Determine a goal. 

S identify major objectives. 

C Develop Activities Charts. 

D Study relationships and dependencies of major object^'e^ 

e Develop network. 

F rest logic of netwofV 

' Impose :jrt-)it?ary tfme demand 

P.ug in time estimates 
I V.QKe calculations. 

j Identify cfjtical path. y 



K Make decisions of time legitimacy. 

L Identify options and trade-offs. . 

M Conjure situations which allow slack time. 

N. Calculate: Earliest Expected Time 
Latest Allowable Time 
" \ Slack Time 

PERT networking forces planners to make close time estimates for the completion of each job and 
activity This method of estimating time requirements is extremely.important because it helps to keep a 
project moving along a reasonable item line and lets those involved in the project see where they are 
as /elated to where they should be, 

PERT as a planning technique, can be used with very little training in the process First-time jobs ot pro- 
jects in which there has been no previous experience in planning or controlling particularly lend 
themselves to PERT planning; however, this technique can be applied to the almost any project for 
which logical planning is required. PERT, however, lends itself more to short or medium-range planning 
tnan to long-range planning, and requires a good knowledge of the elements of planning. 

A sample PERT network appears below. 



First 
Event 




Project 
Completion 



in this example, events 2 and-3 may be pursued at the same time but must be completed before 
event 5 Events 6 and 7 may be pursued at the same time as 6, although 6 will need to be completed 
before 7. One moves from events \ through 8 in operation, but in planning the network one moves from 
events 8 through 1. 
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INFORMATION MANAGEMENT 



ctA ^ - ► 1 Establishing and maintaining m 

two-way communication system 

i £A ' " " ► 2 Disseminating information 

(Regulations, proposals, newsletters) 

3. Correspondence with LEP * ~ 
liA^ " Resouce Centers, other 

educational agencies 

LEA- - ^4. Performance, reporting- 

monthly, annually 

LEA — V5. Notifying community m — - — 

LEA Maintaining repository 

l^p^ ■ - -■ Mo' itaining filing system 

LEA ^ 8, Maintaining minutes of meetings ^ - - 

LEA ► 9. Retention of records 



PHYSICAL RESOURCES MANAGEMENT 



1 Establishing and maintaing 
adequate facilities 

Acquiring needed supplies 
and equipment 

Establishing and maintaing 
inventory control 




Director/ Z — ^ 3. 
Coordinator 
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MONITORING PROJECT ACTIVITIES 



Monitoring-keeping track of the progress of specified activities to see ff and to what degree the pro- 
ject is proceeding .as planned i.e. doing what it is suppose to^be doing. 

The monitoring procedure should answer several questions about the activities designed to ac- 
complish each objective. These questions are: 

1) are the activities actually taking place? 

2) are the activities taking place in the specified quantity? 

3) are the specified number of projects participants being served? 

4) are the project participants being served by the appropriate individuals? 

5) are the activities of sufficiently high quantity? 

Documentation-a method of providing written evidence pertinent to each of the above questions 

DOCUMENTATION CHART 
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Activity 



Documentation 



Person 
Responsible - 



Date 



TITLE IV PART A PROJECT MANAGEMElsJT TIMELINE 



MONTH 


PROJECT DIRECTOR/STAFF 


PARENT COMMITTEE 


AUGUSt 


Hire for vacant positions 
Plan, begin Needs Assessment 


Follow procedures for involvement 
' in hiring project staff 
Participate in planning 
Needs Assessment ♦ 


SEPTEMBER , 


Begin count of eligible students 






Identify students for services- 
assess, pre-test etc. 


* 

, Parent Committee election 
' of members, officers 




• Place and begin serving students 




OC'OBER 


Meet with Independent Evdiuatof 






Prepare preliminary student count 


a 


NOVEMBER' 


Review Needs Assessment re|uirs. 
set priorities ^ ' ° 


l?eview Needs'Assdssment Results, 
set priorities / 




Design objectives, begin writing 
project application narrative 


Participate rn designing 
project objectives 


L^'CV-' UlVtUl. K 


Hold! Piihlir* Hpnnnn 






' Prepare final studeni count 




JANUARY 


Complete, submit application to 
OIE (revise if needed according 
to public hearing) 


Review, approve application for 
submission to OlE 


FEBRUARY 


Mid-year evaluation/assesjment 
of project 


Monitoring report from staff 


MARCH ^ 


Respond to review letter from 0!E 


Review, approve response to 
review letter from OIE ^ ^ , 


APRIL 


• 




MAY 


Review final report from 
■ Independent Evaluator ^ 


Review final report from 
.Independent Evaluator 




Receive Grant Award Notce and 
final grant amount (revise bgdget) 


Review, approve revised budget 


JUNE 


Prepare and submit Grant 
^erfor<T,ance Report to OIE 


Review, approve Grant 
Performance Report before 
submission to OIE 



jOlY 



APPENDIX 



Designing a Management Plan: Cross-Reference with Fetleral Regulations as contained m 45 CFR 
Parts 186 . 186a.. 100a. and Part 74. j 



Section 



Page 



Application Contents 

Describe the Project 

Project Staff 

Conflict of interest: 
Participatioa^ 
in a project 

« 

Coordination with 
ottier activities 



Administrative' , 
Responsibili.tie's ot 
' a Grantee - 



186a,25 

lOOa.110-117 

100a,510-519 

100a 525- 

100a580 
lOOa.58] 

lOOa.700-741 



34158 

22502 

22510 

22511 

22512 
22512 

22514 * 



• NOTE: lOO numbers will ctiange to 200 numbers in the new Title IV Rules and Regulations 
due out in the near future. 



TITLE IV • BUDGET FORMULATION 



BUDGET 

* . ' ' » 

-The budget should be based on the needs of the project, 
-The .budget is one of the most important areas of proposal development. 
The LEA and PC should be involved in planning the budget. 
-The budget is calculated on a line item basis. 
--Ttie budge! musi be clearly defined oTid justified. 
-Budget development is last stage of application process. 

BUDGET DEVELOPMENT 

identify needs of project. 

Determine amount of resources available. 

Identify the best cost effective way to imp'emert program. 



AMOUNT OF THE GRANT 

Multiply the number of Indian 'children enrolled in the schools of the applicant to whom it provides free 
public education (506 Forms). 

X 

The average-per pupil expenditure for all LEA's in the State in which the applicant is located. 



AMOUNT OF GRANT 

Note. The actual amount of the grant may vary dependng on available appropriations. 



PART III ■ BUDGET INFORMATION 

Section A - Budget Sumnnary 
Section B - Budget Categories 
Section C - Non-Federal Resources 
Section D - Forcasted Cash Needs 

Section E - Budget Estirnated of Federol Funds Needed for Balance of the Project 
Section F - Other Budget Information 



BUDGET CATEGORIES 



a) 


Personnel 


b) 


Fringe Benefits 


c) 


Travel 


d) 


Equipment 


e) 


Supplies 


0 


Contractual 


g) 


Construction 




Other 



i) ' 1 otal Direct Charges ^"^^ 
^ /) Indirect Charges 

ERIC lO ' ' 



SAMPLE BUDGET ■ Section F - 21-Direch Charges 22-lndirect Charges 23-Remarks 



PERSONNEL 

-Salaries and wages of progiam personnel. 

-Note -'Consultant fees and expenses must be included in Other. 

-Statement needed wtiicti shovj \he total commitment of time and salary. 

-Note- If people are working for the project but not paid by the project, make sure to indicate but 
dort't include cost in budget. 

Example: 

I [f-xKi-ior (180 day contract) To carry out objective #4 $10,000 
5 - Aide (''.■ day ■ 5 doys per week) supervise Learning Resource Center 

for Indian Children. ■ n,r>r> nn 

Note Johnson O'Malley pays other 'A of salary. $3,000.00 53,uuu.uu 

5 - Secretary day - 5 days p^r week) To keep records (business and C-^OOOOO 
financial) and progrgm office management. . . i>o, . 

FRINGE BENEFITS 

-Leave blank if fringe benefits applicable to direct salaries and wages are Included as part of the in- 
airect cost rate. 



Example: 

v,-,oo/ ' = $1800.00' 

1 - Teacher X 18% ^ ^ 30000 

5- Aide X 10% • ^.5 

5 ■ Secretary X 1C% , - 



TRAVEL 

-Purpose, destination, number traveling direct cost. 

-indirect total amount for travel by staff members, consultants, parent committee members and pro- 
ject participants. ■ ^. . ' 
-Note: If any costs are absorbed by the school district please indicate., 
-Budget can be revised by contacting Title IV after approved. 
-Funds cbn be used for personnel to attend regional Title IV meetings. 
-Note- Use school district rates, 

Example: 

Local Travel 

1 . Teacher • Travel between school buildings and childrens homes. ^ iaooo 

800 miles @ $.20 per mile , ^ ^ 36000 

200 miles per month @ $.20 per mile ^ • 

Regional Travel 

Title'lV meetings - Preapplications, etc. _ 
2 trips to Bismarck X 500 miles X @ $.20 (automobile) - J Tin nn 

4 people X 6 days @ $15.00 per day for meals - ^ nn 

Lodging 6 days X 4 people @ $25.00 per night • ^ ou^.^^ 

11 



National Travel 

' Student Travel 

20 students lo attend a college career fair at UND 

Tfovel 400 miles to Grand Forks X $.75 (bus) 
Meals 20 students X $7.00 per day 



Local Parent Travel 

Same as above 



EQUIPMENT 

^ ihco\e Ine cost of equipment having a useful life of more man one year 
ona an acquisition cost of $30000 or more per unit. 
Iff^m number of units, cost per unit, and total cost 

Example: 

Tape recorders X 3 units @ $50.00 
- To be usea with the Indian club to carry out Cultural Componenet in objec- 
tive To oe used in the reading program. 



SUPPLIES 

■ ViCe costs for ail tangible personal properties. 
; J' MO if tunds are left pver at the end of the program, an extention can oe 
gfonfed oy contacting Title IV 45 days before end of program 
^' oeo cos: reasonable. 

Example: 

GUtce Supplies (staples, clips, paper, pencils, ribboa etc.) 
Xeroxing 
Instructional 
-Cultural 



CONTRACTUAL 

- 'Itote proposed activities and amount of contracting, 
usr items project has ggrped to in contract form, 
-leacher contracts don't go here. 

Ajo not include payments to individuals, such as consulting fees, benefits, etc. 
Example: 

Xerox machine $100.00 per month X 9 month% 

Bus coniract (1 day per month) for 9 months @ $100.00 > 
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CONSTRUCTION 



jnduHcl i osis of minor remodeling. 
-Construction not allowable. 
-Must be reasonable costs. 
- Must be a one time "cost 



Example: 

Remodel study area 

lO sheets o( plywood (w SIO.OCp per sl^aet 
jA»(K3u iKittlitig syM<-rTi 
4 gn\ patnl (w SIOOO per gal. 
-50 sq yards of carpet @ SaOi) per yard 



= $ lOODO 

- $ 3(X)()C) 

= $ 40 OO 

= $ 400.00 



OTHER i 

i 

-L6r anything that doesn't apply in above areas. 

-Space or equipment rental, consulting fees, communication costs, utilities, 
custodial services, printing materials, and parent costs. 
^Provide a breakdovyn that cle^arly identifies the amount and purpose of 
each expense. | 

Example: 1 

-2 consultants dv $100.00 per day X 10 days - To corry out program evalua^ 

tion. \ . - $ 2,000,00 

-5 consultants (&> $50.00 per daV X 10 days - To serve as resources in the ^ nnnn 

Cultural Component and Indian C\ub. - 5 2,500 OO 

= TOTAL DIRECT CHARGES 

■ \ 

»Shov(< the totals of PERSONNEL to CITHER. 

INDIRECT CHARGES 

-Show the indirect cost. 



TOTALCOST 

-Show total program costs. 



Note: Inoicate that programs should give preference to Indian owned and operating 
establishments (Business, etc.). 



13 



lb' 



SUBPART E - OPERATING A PROJECT 



186a.40 Responsibilities^of the local educational agency. 

It is the responsibility of the LEA to- 

(a) Ensure that a parent committee is selected in accordance with 186a.2l 
b)~"nCon3ult-w»th and involve the parent committee in all phases of the project; 

(c) Perform a needs assessment that meets the requirements of 186a.21; 

(d) Design a project that meets the reauirements of 186a.22 and an evaluation plan that meets the 
requirements of 186a.23; 

(e) Conduct a public hearing in accordance with 186a.24; 

^ (f; Secure Ihe parent commilfee's written approval of the project application for continuation 
owards, and amendments to applications (including revisions to the project budget and project 
design) before those documents ore submitted to fhe Secretary; 

(O; Provide the parent committee with copies of 45 CFR Parts 186 and 186a, other applicable regula- 
tions, fhe grant award document or.d correspondence to or from the Department of Education 
relating to the project. 

(h) , Prepare the parent committee to carry out its responsibilities by, for example, holding workshops 
on 45 CFR Parts 186 and 186a and on other applicable regulations; 

(i) With the advice of the parent committee, develop policies and procedures relating to the hiring 
of project staff; 

0) Hire the project staff after considering any recommendations of the parent committee; 
(k) Use the best available talents and resources, including persons from the Indian community, in 
carrying out the project; 

(i) Monitor and evaluate the project in accordance with an evaluation plan that meets the re- 
quirements of 186a.23; 

^ (m) Make available to .the parent committee and to the Indian community records, including finan- 
cial records, relating to Ine project except those records that are protected by law from disclosure; and 
(n) Ensure that a student certification form is on file for each student included in the count of Indian 
Students on which the amount of an entitlement is based. 

186a.41 Responsbllitles of the parent committee. 

It IS the responsibility of the parent committee to- 
(a) Adopt by-laws. These by-laws shall include, at a minimum, provisions on- 

(1) The selection and duties of officers; 

(2) Filling vacated terms on the committee; 

(3) The conduct of business meetings: and 

(4) Amending the by-laws; 

(p) Participate in the a .sessment of needs, o. d the design, operation, ond evaluation of the project; 

(c) Review and approve in writing before tsey are submitted to the Secretary, the project applica- 
tion, applications for continuation awards, and amendments to applications (including revisions to the 

project budget and project design)* . • / • * 

(d) Advise the LEA on the developme t of policies md procedures relating to the hiring of project 

staff; ^ • . X / ■ ♦ 

(e) Review the qualifications of and make recommendations concerning applicants for project 

staff positions; and . ^ 

(f) Make available to the community comes of its records, such os by-laws, minutes of meetings, and 
the list of committee members ex^.-^iA those records that are protected by law from d:>cloSure 



PROJECT FILING 



1 ■ Hints for oetting up a file system: 

-Establish responsibilities for organizing and maintaining files. 

-List out types of information to be collected and stored. 
' ^Determine wtiicti documents are needed in cenlfai file and which moy be Kept by individual 

-^Determine categories and subcategories, (may be alphabetical numerical geographic) 

►Determine amount of space needed (allo>A/ for growth). 

^identify and secure needed supplies (filefolder, labels, separaters) 
' Determine where files will be stored for accessibility. 

-Duplicate original documents and cross-file where necessary, 
label the outside of file drawers. 

-Separate public and private files. 

-Provide locking drawers for private files, 

-Prepare and post file index on wall. 
* ^Establish check-in/check-out sheet if secretary or file clerk does not have that responsibility 

2 Hints for maintaining file system: 
^Separate active from inactive files, 

-Determine which documents are to be stored (5 years retention) 
-Determine which documents may be discarded 
-Create new categories or sub-categories as needed 
-Set aside time for "file browsing." 

-Continue to orient staff to organization and use of files as required. 
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PARENT 
COMMIHEE 



G^onr Awcyd loffer 
Appi>cotioo$/ Proposois 

Doconnonfofion 
♦ Copes Pfogrom & 

Copos of Reports 
6vofuot(on ' 



BUDGET 



* Approved Bi-dget 

I no >if>tni 5l 6o<i>>l 

AppJOvOd BodQOt 
^ Gfonf AwOrd 

Ooc^/montotton 
P^<c^K3^A orders 
'nvo«ces 
Roceip IS 

Conceited Chocks 

* Computer Printouts 
MontrVy oi Ouofterty , 
Reoofts ^ 



STUDENT 
RECORDS 



^ 506 J^c«nr>s ^ 

* Student A;:h^vo 
rnent Pecofd$ & 
GPA'$ 
Student Atterxfcnce 
R*>co(ds 

* Ocp-Ou! 
Records 

* Fmonco! Need 

Recofds 

* Oemofl»oph*c 
Ooto 




REPORTS 



^ F.ndi Pe«fOfnnar>ce 
f?epoit 

* f.f'Oi Fir<jncto! 
f?epO!< 

Annool Cvtfuot'on 
'^epoft P»ocos5 
i:vatuo;>on 
Ooto (Monitor HQ) 
Product 
fvofuotion i 
Ooto 

• to.e«tf>i Evofuol-on 
Pepotls 

* Period C Monitoring 
Repofts 

• invofttof-es 



DOCUMENTS 



* f^u'es and Regukjttons 
fA 6DGAR 

* Appijcof'ons/ 
Propcsofs 

^ Gfonteo Pof^cios and 
Piocedufes 

* State and' 
federal lows 



CORRESPON- 
DENCE 



' 'A-Cc^nQ/Oy? ^ nq 

fnter-dist»»ct 
tocot Comnr^' •/ 
?ndj6n Porenr 

Connnn«tteo 
State Fducotcn 

Agency 

Higher Ed Jo<.tttut.on 
OJhe( iv-A Pfo.ecis 
Rejourco Centers 

tndton Trbes/ 
CrgonizQtfOf>5 
etc 



PERSONNEL 



* Job Descfipttons 
' Appitcat'ons 

^ Resumes 
' Uix^Q Benefits 
' Per fccmanco 
tvotoottons 

• Controcts 

' !?eco'ds o^ ln'ServK:e 
lfaif»r»si' 



MISCELLANEOUS 



^ Trcinif^g Mote» O^S 
Rosou'CO UstS 

* Newspopei CJ-ppfkgs 

* Ironk Yoo letters 
^etc 



A. U CO 



fundi UnoDiiga'Ad fundi 



(NROUED INDIAN SlUOINTS 



' r $f ■fc^f oft c , -:'vcs 



n 




Gfophi 



506roimtl9«U2 



$06 foim Oala 



CKItORIN (NROIUD IN SCKOOl 



WNUtpotir«t'«lVA 






OAt( 


SAMfU f QUIf M(N! irATlNIORY 






ERIC 



PROJECT FILES 



STUDENT RECORDS 



^606 forms — — — 

^ Student Acheivement Records 

and GPAs 
^ Student Attendance Records 
® Drop-out Records 
^ Financial Need Eligibility 

Records 
^ Demographic Dalo 



ENROLLED INDIAN STUDENTS 



Dntft' December1982 



^ niskjDution by schools 
.&si^ribution by grade level 
i^sffjou^ion by residential areas 
i'^rJnbunon by tnbe 
Number in JOM, Title I. Title IV, etc. 
Number served m each Title N component 




506 Forms 1981-82 



Taft Jr, High School 

9thGrQde 

BigGoosa Bobby 
Bear, Susan 



506 Form Data 



September 1982 



Bear, Mr. & Mrs John - 

1402 N.W. 32nd 

Templetoa Oklahoma 77001 

918-444-0023 

CHILDREN ENROLLED IN SCHOOL: 



NAME 

SCHOOL. 
GRADE _ 



Bear, Susan _ 



JafUUliali- 



9th 



AGE. 



J2- 



NAME.., . 
SCHOOL, 
GRADE_ 



Bear. Tommy 



Lincoln Elementary 



Ml. 



AGE. 



2x 

ERLC . 



PROJECT FILES 



BUDGET 



^ Approved Budget Line Items 
and Budget Breakdown 

^ Approved Budget 
' Pf^visions 

Ofcinl Award Documenii) 

® Final Financial Reports 

® Source Documentation 
Purchase Orders 
Invoices 
Receipts 

Cancelled Checks 



Computer Printouts 

Monthly or Quarterly 
Reports 



SAMPLED Title IV Monthly Management Report (Budget) DATE: 



A. 

Approved Line 


B. 

Approved Budget 


c. 

Outlays 


D 

Obligated Funds 


E. 

Unobligated Funds 


1. Personnel 

Full Time 
Part Time 
Hourly 




(Checks 
* written) 


(Purchase Orders 

written or 
contracts signed) 


y^j, Balarice 

(Approved Budget 
less outlays ana 
obligated funds) ' 


2. Fringe 
Benefits 

PICA 
Life Ins 
Retirement 










3. Travel 

Mileage 
' Workshops 
Student 






• 




4. Supplies 

Office 
Student 










5. Etc. 






-?2 
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PROJECT FILES 



REPORTS 



^ Final Performance Report 

^ Final Financial Report 

^ Annual Evaluation Report 
Process 
Evoluation 
Data 

(Monitoring) 
Product 
Evaluation 
Data 

Interim Evaluation Reports 
^ Periodic Monitoring Reports 
^ Inventories 



Whitesport Title IV-A 
SAMPLE EQUIPMENT INVENTORY 



DATE. 




I? 



o o 

^ 2. 



a 



SUPPLIES INVENTORY 



Date. 



a 

(D 



o 

3 



i ^ 

(D 



O 



cz -v ^■ 
2. O Q 



Q. 



a3 
(D 
O 

<■ 

(D 

a 



< 

(D 

a 
o 



O ? 

30 a 

O - (D 

(D 3 



X) 
(D 

Q O 

o 



ERIC 
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